
 
 

 

 
  

 

 
 
 
 

  

Positive Team Meeting  
Checklist 



  
 

A team is more than a group of individuals. A team is characterised by 
having a shared aim or objective and by the interrelationship of its 
members. High quality and productive meetings can play an important 
part in achieving excellent team performance and observing the 
following ideas will help you do that. 
 

 

Observe meeting basics 
Have a clear purpose for each meeting, set an agenda, and keep 
to time. Circulate agreed actions, and hold team members 
accountable for their completion. Experiment with what works 
best for your team.  

Talk about "why" you are doing something as well as the "what."  
At each meeting foster the team’s shared aim by describing the 
impact of the team’s work so that members understand the link 
to a greater purpose. This includes talking about the detail of 
collaboration, of why you are asking your team to do something 
in a particular way, and the impact of their work. 

 

Increase team understanding with an interactive exercise 
Choose one team member to speak, presenting an idea, a plan 
or a challenge. For 5 minutes the rest of the team can only ask 
questions or make reflective comments to explore the issue. 
Listeners can only respond with their own answers or 
suggestions after the 5 minutes are up. 
 

 

 



 

 
 
 

 
 

Use this suggested agenda 
 

Individual opening 
Wins – one success that happened since the last 
meeting from each participant 
 
Team discussions  

 Project/work update 
 Share learning 
 Next steps 

 
Individual close 

 What I will be focussing on between now and 
the next meeting – what I most need from the 
team / requests for support 
 

Team leaders update 
context: organisational /client, etc. 

 

Recognise that communication is the most important element of 
team development. Successful teams do 2 key things differently 
from average teams.  
 

They listen more than argue – seeking understanding rather 
than asserting their own point. 
  
They communicate positively, expressing agreement more, 
and engaging with others’ viewpoints. The ratio of positivity to 
negativity appears to be a fundamental driver of good 
relationships. A successful team looks to have between 3-6 
positive statements for every negative statement.  
One way to do this is by encouraging responses using “Yes 
AND…” rather than "Yes BUT..." It is more collaborative than 
conflicting. 

 

 

Act as a facilitator. 
Give thinking time and space to staff members with expert 
level knowledge when discussing projects or challenges. 
They may need time to think issues through, explore 
options, or identify likely obstacles.  
 

 

 

Formium Development focuses on creating effective solutions, which allow clients to 
harness their strengths and build on what works for enhanced performance. 
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